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TOPIC:  What can we do for the bushfire victims?
Background
The purpose of this assignment is to provide you with an opportunity to demonstrate your understanding of specific business documents (memorandums) and the ‘writing process’.  With the unfolding tragedy of the widespread bushfires in Australia, your firm is considering what it can do to help the victims.  
Your task: Working in pairs, you are to undertake research and prepare a memorandum for your immediate manager addressing a call to staff to donate funds, goods and services which might be of use to town residents who have lost their homes and all their belongings, farmers who have also lost their homes, infrastructure and animals, as well as support those who are involved in animal rescue.  

A. Research:
Collect information about the current bushfires, where they have occurred, and the range and nature of the damage caused, as well as the organisations that are focusing on helping the victims, and the range and type of products, services etc. that are being called for to help those in need. You should access relevant government sites and credible media bulletins (the ABC), and any other relevant sources of information to guide you.  
 
B. Create a Memorandum:
Prepare a summary of your findings, and create a persuasive appeal to the staff of your workplace which informs them about the extent of the issue, and encourages them to either donate funds which may be forwarded to those official organisations collecting and distributing such funds, and/or donate either new or used goods, food and/or services which may be appropriate.  You will need to include practical details about how to donate and where to drop off any physical donations. 

Specifically, you are to:
a. Using a Word Smart Chart, create an ‘outline diagram’ to determine your memo structure (submit as a separate document)
b. Create your memorandum using the correct memorandum format* (no more than two pages) 
c. Make your memorandum persuasive.
d. Provide a clear Introduction, Body, Conclusion and Recommendations with a focus on providing relevant information and a call to action.
e. Include at least one quote regarding the extent of the damage, and another relating to type of donations requested. 
f. Supply at least one graphic.
g. Reference your sources (‘in-text’ and ‘end-text’).

*See: 
· How to format a business memorandum: https://www.dummies.com/careers/business-communication/business-writing/how-to-format-a-business-memorandum/   


C. Create a poster for a notice board that will remind staff about the request for donations. 
The poster needs to be designed so that it can be enlarged to A3 size for notice boards around the organisation.  

Include: 
· An attention getting title
· 4-6 points about the extent of the need and types of donations requested
· At least one graphic and/or supporting statistic(s), fully labelled and referenced where applicable
· Contact details for where to go for further information:
· within the organisation (provide your name and telephone/email) 
· outside the organisation
· Date of issue

Word limit: 
There is no word limit. You should complete the task and ensure you include all the required information.  At the same time, however, you should provide the required information in as succinct a manner as possible. This is a very important business skill and one that you should seek to develop. 


Submission: 
Memorandum and a poster

ASSESSMENT CRITERIA 
	Item:  Memorandum on the request for donations to help bushfire victims.
	Mark available
	Mark
Given

	1. Memorandum structure:
· Outline diagram supplied (separate)
· Memorandum format (no more than 2 pages) 
· Persuasive
· Introduction, body and conclusion/recommendations 
· Included 1 quote re. extent of bushfires
· Included 1 quote re. types of donations requested 
· Graphics (appropriate and referenced)
· Referencing (‘in-text’ and ‘end-text’)
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	2. Poster for notice board
a. Suitable for A3 size for notice board 
b. Focus on reminding staff about request for donations 
c. Used computer application to prepare poster
· attention getting title
· 4-6 points on extent of bushfires and donations requested
· appropriate graphic(s) and/or statistics
· contact details for further assistance
· within the organisation (provide name and tel./ email )
·  outside the organisation
· date
	4
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	TOTAL
	10
	         

	Comments: 
	
	



	Met requirements to an excellent level
(8 to 10)
	Met requirements to a very good level
(7 to 7.9)
	Met requirements to a good level
(6 to 6.9)
	Met requirements to a satisfactory level
(5 to 5.9)
	
Did not meet requirements
(0-4.9)
	Mark

	

	
	
	
	
	



		



